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Elements of a Good Business Letter (#1325 # %= %) | Unit One -

Business, as a kind of human communication, is often conducted in writing.
Traditionally, the most common form of commercial correspondence is the business letter.

Every business letter is written for a specific purpose. Normally, business letters
perform three functions. Some are designed to influence readers’ attitudes and actions,
including sales letters for promoting products or services. Some of them, such as those
which give responses to request letters, place orders, or make complaints, are intended
to inform the readers, and others are prepared to entertain them, that is, to establish good
relationships with them and/or convey goodwill to them. Many business letters combine
two or three functions. In short, business letters are used to keep business going smoothly,
efficiently, and productively.

With the rapid development of modern information technology, fax and e-mail are

increasingly used by most companies. As variations of the business letter, they will be
introduced at the end of this unit.
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o -I- == What Is a Good Business 1 etter?
e (975 15 ARIRE S

The writing of effective and productive business letters is an essential skill for any
individual working in a company. Different business letters about the same issue might
bring about different results. Therefore, it is of vital importance to master the skill of
business writing. The first step is, needless to say, to know the basic elements of a good
business letter. There are five C’s principles for a good business letter, namely,
(1) Clarity, (2) Conciseness, (3) Courtesy, (4) Completeness, and (5) Correctness.

hy,  REMAIEE, MBI SCT RN, FIRU5CTEN, BP— 4 & B 6 S E 3
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Conciseness, Courtesy, Completeness, Correctness,

1.1 Clarity (&= X BAH)

Above all, the business letter must be clear and easily understood. If your letter is
ambiguous or vague, it might bring trouble to yourself as well as to your readers. While
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presenting an idea, you need to follow a clear logic. To avoid ambiguity or vagueness, the
writer should also use simple and accurate words, and short and clear sentences.

FHIEHEOEXSZXFUWEAT 2SR, HAERFm T 0. (1) 815
FE (20 BRI E R (3 AR Y S

1.2 Conciseness ( FHia &S )

in an effective business letter, every word, sentence and paragraph are important. In
other words, your letter should be concise, excluding unnecessary words and complicated

business jargons. A wordy letter will waste time on both sides. If necessary, however,
conciseness might be sacrificed for courtesy.

, RGO H 15 TITRAE, FRRIL. R W B LR B A RUE 60 R WA
Tl Mk e T AU BB LR ER 6

1.3 Courtesy (L5 EF)

The principle of courtesy requires one to be thoughtful and polite in writing a business
letter. If you put yourself in the reader’s shoes, considering his or her desires, problems
and emotions, your letter will most probably be appreciated. More often than not,
punctuality is stressed as an important aspect of courtesy in business correspondence. A
prompt letter is always more valued than a delayed one.

LR BRBEBEREReF R FeHER AL Ao, BLiFA,

1.4 Completeness ({E 8% %)

Like any other letter, a good business letter should be complete, providing all the
information and data necessary for a specific issue. If any necessary information is lacking,
the reader will have to ask you for clarification, which means that you will have to write

another letter. It will not only waste time, energy and money, but also damage the image
of your company.

HEE SIS H IR 7 61E & fosk 8.

1.5 Correctness (IE=1F#f)

It goes without saying that the business letter should be linguistically correct. Incorrect
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grammar, improper punctuation, and wrong spelling are not appreciated. Besides, the
letter should be written in an appropriate style and format.

Evidently, a company will leave a very favourable impression on its customers and
work with high efficiency if all its business letters are clear, concise, courteous, complete

and correct.
HAEERBEBTHFBEMIKRRERILIZE, T AT HRIFLEIZ_ HERIS
R R M AR S R,

w ms @ The Layout of a Business 1 etter
2 . (BEERNE)

While writing a business letter, you need to follow the conventional, established
format or layout. Normally, a business letter, like a formal personal letter, contains the
heading, the inside address, the salutation, the body, the closing, and the signature.
Occasionally, a letter may also include special notations.

BHIES fo EXehFe ATE @ —4%, £I515 % 15 A UKTE A st R L
TR B REAR R 15 BB H H A S5 R B ARIE

Study the foliowing two samples;

Sample 1

Situation: William Jones, an Englishman is thinking of purchasing a quantity of
commemorative coins (482 ) that have been advertised in China Today. In order to .
get more information about the coins, he has sent a letter to Sales Manager of China
National Pearl, Diamond, and Gem Import and Export Corporation .

R R R R e R Rt R S O R A R SR ey S ST N

z A
, 26 Cowpepper Road, Jericho xe
¥ Oxford OX2 6DP England s
July 9, 2004 ::
¥ Sales Manager ':f
% China National Pearl, Diamond, and Gem A
» Import and Export Corporation 3
, 30 North Dongdan Street oy
% Beiling 100020 P. R. China :

AP

RTINS IS S TS A 08 E IR A I




Wi HRIET1E(2)

i e e e e e e e e e R R e e R RIS Ry

v Dear Sir or Madam,

‘ x
o "
s A
%1 It is my pleasure to inform you that | am interested in the gold and silver '%‘3
¥ commemorative coins issued by the Palace Museum (Forbidden City) that you 35
y advertised in China Today in May 2004. &
¢ t
;% Please send me a free catalogue of the commemorative coins. | would like to %
¥ study the detailed information and the prices before sending you an order. %
f 4
i*, Best wishes! '7%
9. ’
DY %
Y Truly yours, X
¥ B
¢ William Jones }p
Q. ¢
BI2323235 323532 12 33535353435 3535 35 B 33535353535 35 353535 35 35 35 34 35 5h
Sample 2

Situation: Snowflake Air-Conditioner Co., Ltd. a manufacturer in Sichuan Province ,
considers attracting investment from a British enterprise called Powermaster Tool
Corporation. They have decided to invite the investment director of Powermaster for an

on-spot inspection (SEHH%E) . So the general manager of Snowflake has written a letter
to him.

Y o e e e e e R R R L o a2
¥ Snowflake Air-Conditioner Co., Ltd. k3
6 Shengli South Road, Yongchuan
Sichuan Province 632160 China
Tel. . 086814 - 883888 Fax: 086814 - 88388

August 30, 2004

Mr. David Parks

Investment Director
Powermaster Tools Corporation
3 Winnall Manor Road

Winnall, Wichester
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E LTS %%W%WWM’%\%
¥ o
¥ Hampshire SO98 4HJ U.K.

¥  Dear Mr. Parks,

[
s »%»J

¥ Thank you very much for your letter dated July 9, 2004.
\0

We have discussed your proposal and decided to invite you to come to our
»  Company for an inspection with a view of joint venture. We are convinced that
qg after the field trip you will be more confident about our cooperation in the future.

;3_ .
¥ When you decide when to make the trip, please inform us of your schedule so that
¥ wecan reserve a hotel room for you.

Y
¥ Enclosed are a map of Yongchuan City and a plan CFHE 7 & &) of our company,

3335353535 3533 3535 353535 35 35 3535

i{‘ which might be helpful to you.

3': Look forward to meeting you in Yongchuan City.

i’: : Yours sincerely,

?é Li Xiangnan
¥ General Manager |
¥

g Encl: The map and the plan mentioned above. ’
IS 30030353535 35 35 35 30 3535 A 38 S SA T IA A TASA SA S T v 3335353533

Sample (1) is a letter written by an individual. In the plain stationary, the writer
provides his own heading — his address and the date when the letter is written, as he
would do in a formal personal letter. The heading may also be placed at the upper right
corner. Sample (2) is written on a letterhead stationary, where the heading, the address
of the writer is printed, and the date of the letter is written at the top centre of the space
below the address. Also, Sample (2) contains an enclosure notation, which indicates

relevant materials in the envelope. The two examples have the same format. Now let us
study them in greater details.

2.1 Heading (153%)

As we have leamed, the heading is often omitted in an informal personal letter, but is
typed or hand-written in a formal personal letter. The heading of a business letter is like
that of a formal personal letter. It normally consists of the letterhead and the date line. The

PR T S &l TR Y
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letterhead, different from that of a personal letter, is professionally designed and printed on
the stationary, not merely to save the writer some time, but also to convey a favourable
image of the company concerned. The letterhead contains the name of the company,
printed in big letters, plus the full address of the company, typed in small letters. Many
letterheads also include the telephone number, the fax number, and even the e-mail
address of the company.

The date line is just below the letterhead. The date may be written at the left, at
centre, or the right of the line.

; BHIEHGIEAEERFoATZ— 4, 0955 %400, H3HSERE
. R EREEPACIRM i T SESW A0 fod S-apAS,
EEARSRE L BHARPT,

Look at the following examples.

Sample 1

Ya De Industrial Corporation

6 Jiefang Rd. (S), Dezhou Shandong Prov. 253006 China
Tel: 086534 - 2641318 Fax. 086534 - 2641317 E-mail: sale@yeda. com. cn

January 14, 2004

Rabo Robeco Bank (Switzerland) Ltd.

16 chemin des Coquelicots, Case Postal, CH- 1212
Geneva 15, Switzerland Fax: (41) 22 - 341 - 1392

4 May 2004




